
 

COMPUTER PROGRAMMER–ANALYST  
 
GRADE: 22         FLSA: EXEMPT 
 
CHARACTERISTICS OF CLASS: 
 
The Computer Programmer-Analyst performs difficult technical and intermediate 
administrative work designing, implementing and maintaining applications software, 
including custom-written and packaged software.  The work requires outside and inside 
contacts to carry out programs and to explain specialized matters and occasional 
contacts with officials at higher levels requiring cooperation, explanation and at times 
persuasion.  The work requires moderate physical effort, exposure to noise and some 
mental effort and stress from meeting deadlines and handling several projects 
concurrently.  The work is subject to general policy direction; practices and procedures 
covered by precedents and general supervisory review and effects individual customers 
with moderate consequences. 
 
EXPECTATIONS OF ALL CITY EMPLOYEES: 
 

• Learn and demonstrate an understanding of City, department, division and team 
goals. 

• Serve and meet the needs of customers during routine or emergency situations. 
• Ability and willingness to work as part of a team, to demonstrate team skills and 

to perform a fair share of team responsibilities. 
• Ability to assess his/her work performance or the work performance of the team. 
• Plan and organize his/her work, time and resources, and if applicable that of 

subordinates. 
• Contribute to the development of others and/or the working unit or overall 

organization. 
• Produce desired work outcomes including quality, quantity and timeliness. 
• Communicate effectively with peers, supervisors, subordinates and people to 

whom service is provided. 
• Understand and value differences in employees and value input from others. 
• Consistently report to work and work assignments prepared and on schedule. 
• Consistently display a positive behavior with regard to work, willingly accept 

constructive criticism and be respectful of others. 
 
EXAMPLES OF DUTIES: 
 

• Within the Financial System’s package, is responsible for: installing new 
releases; space maintenance; monthly and yearly closings and initialization; 
ensuring daily operations are completed correctly; processing reports; and 
interfacing with users. 

• Within the Human Resources system, installs and tests new releases, manages 
systems resources required by the H/R system, and ensures daily and bi-weekly 



 

payroll processes complete successfully.  Advises and trains end users in the 
use and capabilities of the H/R systems. 

• Within the Recreation system; Designs, codes, and maintains the Recreation 
system application software.  Resolves system failures, schedules system 
operations.  Manages the system database, including the integrity and archiving 
of data.  Trains and advises end-users.  

• Performs a variety of special projects, including; designing and programming new 
and/or AD Hoc application programs for the users of the Financial, H/R, 
Recreation systems; re-writing customs Financial and H/R system programs for 
compatibility with new releases; maintaining and updating GEO and PARCEL 
data; transferring DMV parking violation data from PC supervising mainframe 
operations; managing system resources (DASD, tape, print services, etc.;) 
implementing/loading new FY budgets into the Financial system. 

• Perform other duties as may be required. 
 
QUALIFICATIONS: 
 
Required Training and Experience: 
 
Any combination of training and experience substantially equivalent to a Bachelor’s 
Degree from an accredited university or college in Computer Science or other closely 
related field and five years of progressively responsible experience in Computer 
programming including one year of Systems Analysis.  Experience in an IBM/390 
environment.  Knowledge of Lotus Notes administration desired, but not required. 
 
Preferred Knowledge, Skills and Abilities: 
  

• Considerable knowledge of the operation of the IBM VSE/ESA environment, 
including operating system, utilities and software, and development tools. 

• Technical knowledge of computer capacities and limits. 
• Knowledge of Lotus Notes Administration. 
• Knowledge of vendor support systems. 
• Knowledge of internet/network facilities, such as FTP, web browsing, and 

TCP/IP. 
• Familiarity with PC productivity tools, such as MS Access, Excel, and Word. 
• Competency in the use of Windows Client. 
• Excellent skill in verbal and written communications. 
• Ability to gather, organize and analyze information. 
• Ability to produce functional software from pre-defined specifications. 
• Ability to select tools which best satisfy the needs of the City. 
• Ability to resolve differing user priorities, needs and schedules. 
• Ability to understand hardware and software concepts, computer security, data 

base management, systems analysis and design, and programming techniques. 
• Ability to establish and maintain effective working and teaching relationships with 

staff and others contacted during the course of work. 


